Text book Assi gnnent:

ASSI GVENT 1

“Gener al

Adm ni stration”

and “Security,”

pages 1-1 through 1-16.

1-1.

1-2.

1-3.

1-4.

1-5.

Identify the four nmajor areas that
you should be famliar with when
handl i ng naval correspondence

1. Letters, nessages, files, and
i nstructions

2. Preparation, routing, filing,
and subject classification

3. SSIC, priority, security
classification, and subject
mat t er

4. Security classification
format, precedence, and file
procedur es

What effect does the quality of the
correspondence you prepare have on
ot hers?

Forms inpression of the typist

Forms inpression of the office

Forms inpression of the conmand
Each of the above
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You may use a standard | etter when
corresponding with which of the
followi ng outside users?

NATO allies

CGeneral Services Adm nistration
MIlitary contractors

Federal Bureau of I|nvestigation
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What aspect of a multiple-address
letter distinguishes it from a
standard letter?

The signature bl ock

The subject line

The arrangenent of the text
The handl i ng of the addressees

B

An endorsenment nay either conment
on the basic letter or any earlier
endor senent .

1. True
2. Fal se

1-6.

1-7.

1-8.

1-9.

1-10.

What is the purpose of a
nmenor andunf

1. To issue directives

2. To correspond informally within
an activity

3. To provide a record of a
conversation

4, To reply to official
correspondence

When, if ever, may a busi ness
letter be used within DOD?

1. When corresponding with the
Secretary of the Navy
2. Wien corresponding with the

Coast CQuard

3. \When the occasion calls for a
personal approach

4.,  Never

Whi ch of the follow ng types of
nessages should be used when the
drafter does not need to inform the
addressee of the other
addressee(s) ?

Si ngl e- addr ess
Mul ti pl e- addr ess
Book

CGenera

e

What annex of the NTP 3(1) governs
the rules and general regulations
for the preparation of GENADM N
nmessages?

RWN R
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The nessage text format (MIF)
allows for a total of what nunber
of nessages per disk?

1. 10
2. 20
3. 30
4. 50



1-11.

1-12.

1-13.

1-14.

1-15.

The present standard Navyw de
system of filing was designed to
fulfill what need?

1. To ensure each office has the
sanme number of files

2. To ensure each office has the
sane type of files

3. To create a single subject
classification system

4. To establish a standard subj ect
identification code system

In what manner are files maintai ned
in a decentralized filing systen?

1. They are maintained in two
separate file locations

2. They are maintained by the
section responsible for the
function being perforned

3. They are nmaintained by a
separate organi zation

4. They are maintained in a
conput er dat abase

In what manner should court-narti al
records be filed?

1. Separately and al phabetically
by last name

2. Separately and by date of tria

3. Together by date of action

4.  Together by date of trial

Vet her to use a centralized or
decentral i zed system should be
determ ned by what factor(s)?

1. The size of the office
2. The amount of filing space

avai | abl e
3.  The volune of business handl ed
only

4. The size of your organi zation
and the volune of business
handl ed

VWi ch of the follow ng instructions
provi des the proper subject
classification for naval

corr espondence?

SECNAVI NST 5210. 11D
SECNAVI NST 5215. 1C
SECNAVI NST 5216. 5C
SECNAVI NST 5510. 1H
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1-16.

1-17.

1-18.

1-19.

1- 20.

Normal |y, changes to Navy

Regul ations are prepared in the
office of which of the follow ng
officials?

1 Secretary of Defense

2. Secretary of the Navy

3. Chief of Naval Operations
4 Judge Advocate GCeneral

The Manual for Courts-Marti al
United States, 1984, consists of
what specific nunber of parts?

1. One
2. Two
3. Five
4, Four

Instructions regarding the
authority of arned forces personnel
to perform notarial acts are
contained in which of the follow ng
publi cations?

1. Manual for Courts-Martial

2. Manual of the Judge Advocate
Gener a

3. U S Navy Regulations, 1990

4. Naval Mlitary Personnel Mnua

The Naval Mlitary Personnel Manual
is issued under what regulatory
authority?

1.  US. Navy Regulations, 1990

. Manual for Courts-Martial

3. Manual of the Judge Advocate
Gener a

4, Standard Organi zation and
Regul ati ons Manua

Changes to the Naval Mlitary
Personnel Manual are issued at what
specific tine interval s?

1. Monthly

2 Quarterly

3. Sem annual |l y
4, Annually



1-21.

1-22.

1- 23.

1- 24.

1- 25.

1- 26.

U S. Navy Uniform Regulations are
prepared and distributed by what
authority?

Chi ef of Naval Personnel
Chi ef of Naval Operations
Secretary of the Navy
Secretary of Defense

BN e

VWi ch of the follow ng publications
provi des a standard system of
nunbers and letter synbols that are
used to categorize infornation?

1. DON Correspondence Manual
. Naval MIlitary Personnel Manual
3. Standard Navy Distribution
List, part 1
4. DON Standard Subj ect
I dentification Codes

Regul atory nmterial contained in
t he Standard Organization and
Regul ati ons Manual (SORM appears
in what type of print?

1. Uppercase
2.  Lowercase
3. Bold

4, ltalics

What publication is commonly known
as the Security Mnual ?

Law Enforcenent Manual

DON I nformation Security

Pr ogram Regul ati ons
3. Naval Mlitary Personnel Mnual
4. DON Physical Security Manual

Part 2 of the Standard Navy
Distribution List (SNDL) is
referred to as the yell ow pages.

1. True
2.  Fal se

Joint Federal Travel Regul ations
(JFTR) are issued in what total
nunber of vol unmes?

One
Two
Thr ee
Four
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1-27.

1-28.

1-29.

1- 30.

1-31.

1-32.

You are entering a change to an
instruction without a
recor d- of -changes sheet. I n what
specific location should the change
be annot at ed?

1. Lower right-hand margin of the
first page

2. Upper right-hand margin of the
first page

3. On the identification line

4, After the subject line

What formis used to order new
forns or publications?

1. DD Form 1348
2. DD Form 1352
3. NAVPERS Form 1340
4. NAVSUP Form 1346

The Departnent of the Navy
Directives |Issuance Systemis set
forth in which of the follow ng

i nstructions?

SECNAVI NST 5210. 11D
SECNAVI NST 5213. 5C
SECNAVI NST 5215. 1C
SECNAVI NST 5216. 5C

B e

| ssuances not falling within the
scope of the Directives |ssuance
System are normally issued in what
manner ?

As directives

As notices

As bulletins

As change transmittals

S~

An instruction remains in effect
for what nexi num nunber of years if
not superseded or cancel ed?

PwNE
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A notice usually remains in effect
for what specific range of nonths?

1to6

6 to 12
12 to 18
18 to 24

B w e



1-33.

1- 34.

1- 35.

1- 36.

1-37.

If a cancellation determnation is
not shown at the top right corner
of a notice, it will appear as a

| ast paragraph with what title?

1. Cancellation for Record
Pur poses

2. Cancellation

3. Cancellation Contingency

4.  Cancell ation/ Expiration

I nstructions should be filed in
which of the followi ng orders?

1. Standard subject identification
code, consecutive nunber, and
issuing authority

2. lssuing authority, standard
subject identification code
and consecutive nunber

3. Consecutive nunber, standard
subject identification code
and issuing authority

What action should be taken when
notices are filed within the naster
files?

1. They should be filed behind the
i nstructions

2. They should be tabbed to ease
removal upon cancellation

3.  They should have the
cancel lation date highlighted
for identification

4. They should be filed off-center
to assist in their
identification

VWhat nunber of copies of a subject
cross-reference sheet are

necessary?
1. One

2. Two

3. Three
4. Four

What nunber of major nunerical
subj ect groups are found in the
Ssi C?

10
12
13
14

PwbdPE

1- 38.

1- 39.

1- 40.

1-41.

1-42.

If you need to file material in a
file folder in a particular order,
what neans should be used?

Paper clips
Rubber bands

St apl es

Prong fasteners

L

In which of the follow ng
publications will you locate a
listing of the required reports to
be included in a tickler file?

1. JAGVWAN only

2. 5214 of the OEGCM] only

3. 5214 instructions of senior
commands in the chain of
command and JAGVAN

4. 5215 notices of senior comuands
in the chain of command

Reports listed in a tickler file
should be filed in what manner?

Al phabetical ly

Nunerical ly

By frequency of due dates
By seniority of the command
requiring the report

B~ N

To make sure reporting requirenents
of a report are current, you should
take what action continually?

1. File a conpleted draft of the
report with the tickler card

2. Check the cancellation date of
each reference

3. Check the references listed on
each card

4. Conpare the current report
agai nst previously subnitted
reports

Whenever possible, conpleted
reports should be filed in what
file?

1. Cenera

2. Separate reports
3. Centralized

4. Tickler



1-43.

1- 44,

1-45.

1- 46.

1-47.

The di sposition and penalties for
the unauthorized destruction of
official government records is
mandat ed by whon?

Secretary of the Navy
Secretary of Defense

Chi ef of Naval Operations
Congr ess

e e

JAGM S was initially devel oped for
what function?

Trend identification
Resource all ocation
Long-range pl anni ng
Tracking courts-marti al
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VWhat activities are required to
subnmit a nonthly productivity
report?

1. Al activities with an SJA

2. Al CECCM) activities

3. Al Navy Legal Service Command
activities except NIS

4. Al convening authority
activities

The productivity report nust be
sent to Conmander, Naval Lega
Servi ce Command to arrive no |ater
than what day of the follow ng
nont h?

1. 5t h
2. 7th
3. 10th
4. 15th

VWhat security termis applied to
t he conmuni cati ons between a client
and an attorney?

Confi denti al
Privil eged
Classified
Secure

s wn e

1- 48.

1-49.

1- 50.

1-51.

1-52.

The handling of classified naterial
in the LN rating normally occurs
when working with which of the
following naterial?

1. Investigations
Freedom of I nformati on Act
requests

3. Privacy Act requests
4,  Administrative separations

What is the purpose of the
I nformati on and Personnel Security
Pr ogr anf

1. To prevent espionage

2. To prevent the dissem nation of
infornation essential to
nati onal security

3.  To provide background
i nvestigations of personnel
involved with classified
nmateria

4. To provide for the
accountability of classified
nmateria

The purpose of the security
education programis to make sure
all personnel understand the need
to protect and safeguard classified
mat eri al

1. True
2. Fal se

VWhat person is ultimtely
responsible for the security
education of a comrand?

1 Executive officer
2 Commandi ng of ficer
3. Security manager

4 Trai ning of ficer

Wien not in use, a Secret docunent
nmust be kept facedown or covered
with which of the following cover
sheets?

St andard Form 703
St andard Form 704
St andard Form 705
St andard Form 706

B w e



1-53. Unl ess otherwise stated, classified 1-58. Under the FO A instruction, which
material will not be retained for of the following items would be
nmore than what naxi mum nunber of consi dered an agency record?
years from the date of origin?

1. A three-dinensional nodel of a
1. 5 new buil ding or structure
2. 7 2. Conputer software not used as a
3. 10 primary source of information
4. 15 about a conmand

3. A supervisor's personal notes

1- 54, The destruction of Top Secret and on an enpl oyee’'s performance
Secret material nust be recorded on 4. Phot ographs nmade by a PAO of a
which of the follow ng forns? conmmand activity
1. OPNAV Form 5510/1
2.  OPNAV Form 5511/12 Dear Sir:

3. Standard Form 703
4. Standard Form 704 Pl ease forward a copy of the follow ng
items to ne:

1- 55. Records of destruction mnust be
mai nt ai ned for what maxi mum peri od (1) Copies of your command history for the
of tinme? past 2 years

(2) Copy of your annual safety report for
1. 1 year the conmand for |ast year
2. 2 years (3) Copy of the JAGVAN investigation on
3. 3 years your collision at sea in August
4, 6 nonths
I will gladly pay all costs for

1-56. The residue of authorized shredding reproduction of the reports.
machi nes is handled as what |evel
of classified waste? Thank you,

1. The highest classification of Figure 1A --FO A request.
the material being shredded
2. Confidential I N ANSVERI NG QUESTI ONS 1-59 THROUGH 1-61,
3. Unclassified USE THE | NFORMATI ON YOUR COWMMAND HAS
4. Sensitive RECEI VED IN THE FO A REQUEST SHOM IN
FI GURE 1A

1-57. Residents of foreign countries have

a right of access under the Freedom 1-59. Whi ch of the three mininum

of Information Act (FOA) to
federal records.

requirenents of a proper FOA
request is not met by the letter?

1. True 1.
2. Fal se 2.

Cites or inplicates the FO A
Reasonably describes the

i nformation requested

3. Contains a statement of the
requester’s wllingness to pay
fees



1-60.

1-61.

1-62.

1- 63.

What action should your
take in response to this letter?

1. Consider the letter a
reasonabl e request and forward
the requested information

2. Forward the request to JAG

3. Return the letter wthout
action

4. Answer the inquiry within 10
days informng the requester of

the contents of a proper 1- 65.

r equest

Assumi ng the request is proper,
what action should be taken on the
request for the JAGVAN

i nvestigation?

1. A copy would be provided by the
recei ving command deleting all
personal information

2.  The request
to JAG and the requester
notified

3. The request would be forwarded
to the investigating officer
for action

4.  The request would be denied as
an exenpt docunent

If your activity cannot respond to

an FO A request within 10 days, 1- 67.

what effect does this have on the

request ?

1. It is a violation of the FOA
and penalties may be adjudged

2. It is treated as a final denial
of the request

3. It my be treated as an initial
denial of the request
4. It is considered an informal

extension of tine

An FO A request for nanes and duty
addr esses of
foreign units should be denied on
what grounds, if any?

1.  An unwarranted invasion of

personal privacy
2. Miling lists are exenpt from
the FO A

3. Aviolation of the Privacy Act
4. None

command 1- 64.

woul d be forwarded 1- 66.

nmenbers attached to 1- 68.

The Privacy Act applies to
docunents and records in a system
of records from which information
is retrieved by what neans?

Rate or rank

. Conmmand assi gned

3. Nanme or other personal
identifier

4. Mailing lists

Naval activities may not namintain
records retrievable by nane or
personal identifier unless a system
noti ce has been published in what
publication?

1. Privacy Act Register
2. Federal Register

3. Mlitary Register

4. National Register

Action on a Privacy Act request
shoul d be conpleted within what
maxi mum nunmber of days of receipt

by the cognizant office?
1. 5
2. 10
3. 20
4. 30

VWi ch of the follow ng Privacy Act
di scl osure requests nay NOT be
honor ed?

1. A request by other DOD
personnel in the execution of
their office

2. A request by a congressiona
subcommi ttee

3. A request by an individual
Menber of Congress

4.  An order signed by a judge of a
court of conpetent jurisdiction

[f an individual is informed that
di scl osure is voluntary, a social
security number may be requested
from this individual even though it

is not required by federal statute.
1. True
2. Fal se



1- 69. If an FOA or Privacy Act request 1-70. The production of service, pay, and

pertains to litigation to which the nedi cal records of a nenber is
United States is a party, the aut hori zed when the request
rel ease authority should notify conplies with what instruction?

what other authority?
SECNAVI NST 5211.5C

SECNAVI NST 5720. 42E
SECNAVI NST 5720. 45
SECNAVI NST 5820. 8A

Secretary of Defense
Secretary of the Navy

Chi ef of Naval Operations
Judge Advocate GCeneral

B e
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